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Course Qverview

Course Objectives

Upon completion of the course, you will be able to:
o Define basic purchase requisition terms

Explain how purchase requisitions fit in the end to end processes for Purchasing

Create and edit purchase requisitions within the SMART system

Use item selection methods and special requests

Manage purchase requisitions

Agenda

Today, we will cover the following topics:
e Purchase Requisition Key Terms

Purchase Requisitions within the Purchasing Process

e Browsing Catalogs

¢ Advanced Search Options

e Creating a Purchase Requisition Using an Item from the Item Master List and a
Procurement Card

e Creating a Purchase Requisition without an Item From The Item Master List

e Creating a Purchase Requisition for a Fixed Asset Item

e Creating a Purchase Requisition for a Project Item

e Creating a Purchase Requisition with Prior Authorization Approval

¢ Editing, Saving and Submitting Purchase Requisitions

Participant Notes:
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e Purchase Requisition Statuses

e Managing Purchase Requisitions
e Favorite Items

e Personal Templates

e Special Requests For Goods

e Special Requests For Services

Rest of this page left intentionally blank. Please turn to the next page.
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Lesson 1: Understanding Purchase Requisitions

Objectives
Upon completion of this lesson, you will be able to:

Define basic purchase requisition terms

Explain how purchase requisitions fit in to the end-to-end processes for
Purchasing

List the roles involved in the purchase requisition process and describe the tasks

performed by each role

@ Key Terms

Purchase requisition — Record of a request for items

Sourcing — The process of creating purchase orders from requisitions
Purchase order — Commitments from an organization to vendors to purchase
goods or services from that vendor on a specific date; creates an encumbrance
in SMART

Budget checking — The process of comparing expenditure or revenue
transactions against a defined budget

Items — A good or service purchased by the State of Kansas

Item Catalog — A collection of item categories

Item Category — A grouping of items

Participant Notes:
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e Favorite items — Frequently used items or transactions that are maintained in a
single location

e Speed Charts — Pre-defined ChartField combinations that can be defined with a
single accounting distribution or with multiple accounting distributions.
Speedcharts are identified and invoiced with Speedchart code during data entry
to increase efficiency by reducing the number of keystrokes for frequently used
accounting distributions

e Account Codes — The ChartField that categorizes the nature of a transaction as
a specific type of revenue, expense, asset or liability

e Schedule —The schedule defines when and where you want the line items
delivered

e Vendors — A vendor is any person or a company from which the State of Kansas
purchases goods or services, including state agencies, sub recipients, and sub-
grantees

e Buyer — Anindividual that updates and approves Purchase Orders within
SMART

¢ Requester — An individual who requests goods or services to be entered into
SMART by the Requisitioner, and whose ID appears on the various procurement
pages that reference Purchase Orders

¢ Requisitioner — The individual that enters the purchase requisition into SMART.
This may be the same individual as the Requester.

e Templates —Templates provide a way to group items that are often ordered
together. Personal templates enable you to quickly create requisitions in SMART

for frequently ordered items.
Participant Notes:
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e eProcurement — A SMART module that provides the ability to enter requisitions
either from an online catalog from which a Requisitioner can search for goods
and services from various suppliers, or enables a Requisitioner to be able to add

a free-form (special request) item (if the item is not found in an online catalog)

Topic 1: Purchase Requisition Key Concepts
e Requisition elements: Requisitions consist of four basic elements: headers,

lines, schedules, and distributions. Each requisition has one header, which can
have multiple lines. Each line can have multiple schedules, and each schedule
can have multiple distributions. The schedule defines when and where you want
the line items delivered. The distribution defines internal information for the
schedule, such as the way in which accounts and departments should be
charged for the purchase and the total price each department should pay.

Rest of this page left intentionally blank. Please turn to the next page.
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Header

Line items Line items

Schedules Schedules Schedules Schedules

Distributions Distributions Distributions Distributions Distributions

Figure 1. Requisition Elements

Topic 2: Purchase Requisitions within the Purchasing Process

The following roles are involved in the Purchase Requisition Process:

SMART User Role Key Activities per Role — Processing Purchase
Requisitions

Agency Requisitioner [ Creates requisitions

Kansas Buyer Updates purchase orders, dispatches purchase
orders

Agency Contract Creates contracts, sets up collaborations, performs

Processor contract maintenance

Kansas RFx Initiates sourcing events, performs RFx

Processor (KDOT) maintenance, recommends awarding of events

Agency Requisition Maintains agency requisitions, closes out unused

Participant Notes:
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SMART User Role Key Activities per Role — Processing Purchase
Requisitions

Administrator requisitions

Kansas Super Buyer | Creates purchase orders, creates purchase orders
(KDOT) from events

Agency Buying Maintains agency purchase orders and closes out
Administrator unfilled purchase orders

Central Purchasing Maintains the setup tables related to Purchasing,
Administrator excluding the Items Table Master

All Approver roles e Agency Purchasing Approver

e Kansas Ad-Hoc Approver
e Kansas Ad-Hoc Requester

Approval roles associated with purchase
requisitions

Table 1. SMART User Role Definitions

Rest of this page left intentionally blank. Please turn to the next page.
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Figure 2. End-to-End Purchasing Process

e Managing requisitions involves creating requisitions, budget checking the
requisitions, approving the requisitions, and selecting a vendor. After you
dispatch, receive, process, and reconcile the purchase order, requisitions are
closed via an automatically generated batch process in SMART.

Rest of this page left intentionally blank. Please turn to the next page.
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Figure 3. Creating a Requisition Process Part 1
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Figure 4. Creating a Requisition Process Part 2
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Passed Budget
Check?

A
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v Y

urchase Order is
Route for Amount Appfove ~ Correct Created
Distribution(s) or

Approval Modify Budget

Route for

Commodity . .
Approval < Approval Action Deny: Notify Requestor
Route for
Chartfield
Approval
A Push Back

Figure 5. Processing a Requisition Process

Lesson Review

In this lesson, you learned:
e The key terms associated with purchase requisitions in SMART

e The business processes of purchase requisitions within SMART
e The roles and tasks that interact with purchase requisitions within SMART
Participant Notes:
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@ Additional Resources

The following are additional resources that provide more detail about the topic we have
covered:
e SMART Website — Purchasing — eProcurement materials

e State of Kansas Division of Purchases website - http://www.da.ks.gov/purch/

Rest of this page left intentionally blank. Please turn to the next page.
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Lesson 2: Performing Item Searches

Prologue: Lesson 2 is designed to teach you how the Item Master List and Item
Catalogs are structured within SMART. Once you understand how items are structured
and stored in SMART, you then learn several search methods used to locate items.
From Lesson 2, you continue to Lesson 3 where you learn how to create and modify
purchase requisitions in SMART.

Objectives

Upon completion of this lesson, you will be able to:
e Browse catalogs within SMART

¢ Perform keyword, advanced and compare searches within SMART

@ Key Terms

e Item Master List: Detailed list of items maintained in SMART by the State of

Kansas

Note It is important to know that in July 2010, the SMART Item Master Catalog
list will contain ONLY statewide contract items. The Iltem Master Catalog List is

maintained by Central Division of Purchases.

Participant Notes:
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Topic 1: Browsing Item Catalogs

e |tem Catalogs: Item catalogs are a collection of specific State of Kansas
statewide contract items in SMART.
e |tem Categories: Item categories provide transaction information for requisitions,

requests for quotes, contracts, and purchase orders.

Rest of this page left intentionally blank. Please turn to the next page.
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2. Add Items and Services Page
Use this page to request an item or service

Page Name EVER
Add Items and eProcurement > Create Requisition > 2. Add Items and
Services Services

Create Requisition

[3F 1.nefine Requisition 2.Add Noms and Services [ 1. Review and Submit |
404 1083 10 e requisilon, specihing me in necessary 1o procure Each lem or senice:
Search: Y Search |
Cataion | Favontes | Templates | Fomms | Web | Special Request
Browse Catalog
Sourcing
Engineering "Selectacatalog:  Outdoor Supplies & Choose from available
Manufacturing Defntions o — ol catalags in the dropdawn list
Production Control - s » Navigate categones by
Configuration odeler [ & Cooking Supplies
Product Configuralions « View flems in a calegory by
category name
Padmana praninn + USG Tié cREcKORes 0 select
Engineering categories fo search below

Manutacturing Definiions
Production Control
Confguration Wadeler

Produd! Configuraions %

Cualty Search confains 3l ofthe folowing search helds entarsd % Search
Damand Pianninn . Search Sefings
Engingenng L -
MATUTaching Defations Manutacturer:

Production Control
Configuration Wodeler

Manufacturer's item I0:

Proguct Configurations Vendor:
Quamy
Vendor ltom I0:
ring Hem 102
Progucticn Control :
‘Configuration Madaler Lt
Produd Configurations
Quality [Jinclude images
Bt SRR Sbons
Qualiy
- Demand Pianning sm.‘ms m s

Inventory Polcy Planning
Supply Planning

Granis

Program Managemant =

Project Casting l-r-nuhn Wﬂ—y—y—y—
Proposal Managerment

Maintenance lanagement 18.00000 USD Each [1.000
Resource Management
Lease.

[ tem Description v ] 4-2 of2

() Bartable S0 25900000 USD Esch [1000 B Add

Staflng Select Al Deselect
Travel and Expenses A
Travel Administration
Billing

Aceounts Recetable
Accounts Paratis
esenements Reiew ang subma
Assel Management

T ksset Hanagement

Banking

Casn Management

Deal Management

Risk Management

Financial Gateway

AT and Intrastat bt

L Heaga] #agato Favortes | Gompare

Figure 6. Add Items and Services Page_Catalog Tab
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Fields | Description

Search Use this field to enter the item you wish to
search for

Select a Catalog Use this drop-down box to select the
catalog you wish to browse. Navigate
categories by clicking folders. View items
in a category by clicking the category
name. Use the checkboxes to select
categories to search.

Description Use this field to search based on a
description of the item

Manufacturer Use this field to search based on the
company that makes/sells the item
Manufacturer’'s Item Use this field to enter the identification
number/name of the item classified by the
Mfg. (Can be different than the Vendor
Item 1D)

Vendor Use this field to enter the name of Vendor
Vendor Item ID Use this field to enter the ID
name/number of the item classified by the
vendor. (Can be different from the mfg.
id)

Item ID Use this field to search based on Item ID
UPN ID Use this field to search based on UPN ID
Images Checkbox Use this field to include images in the
catalog search

Table 2. Add Items and Services Page_Catalog Tab Fields

Rest of this page left intentionally blank. Please turn to the next page.
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Catalog Search Results Page

The Catalog search results page displays the results of your item search. You can then
select the item(s) to requisition. This search will pull every item in the catalog that
matches the key word/value(s) that were entered into the search field(s).

~ Catalog - 6 Results

Sort ltems:
tern Description  w

Item Description
Deluxe Spoarts Stove, Double
[ Bu

Deluxe Sports Stove, Double
O Bu

[] Matchless 2 Burner Stove

[] Matchless 2 Burner Stove

[] Sierra 1 Burner Stove
[] Sierra 1 Burner Stove

[] select All/ Deselect All

Vendor Hame

L E‘v‘.&dd| P Add to Favorites | @Compare|

Show Images
First [4] 1-6 of6 [F| Last

Manufacturer Price [Curr |UOM Quantity |Add

40.00000 USD Each 1.0000 'E!'AEIEI

40.00000 USD Each 1.0000 'E!'AEIEI
35.00000 USD Each 1.0000 'E!'AEIEI
35.00000 USD Each 1.0000 'E!'AEIEI
35.00000 USD Each 1.0000 'E!'AEIEI

35.00000 USD Each 1.0000 'E!'AEIEI

Figure 7. Add Items and Services_Catalog Search Results

Fields Description

Quantity

Use the Quantity field to specify the
number of items you want to order. By
default, a value of one is specified in the
Quantity field.

Select Item Checkbox

Use this field to select the item(s) you
wish to use

Add Buttons

Use this button (in conjunction with the
Select item checkbox/es) to add the
item(s) to the requisition

Table 3. Add Items and Services_Catalog Search Results Page Elements

Participant Notes:
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@ Walkthrough/Activity

We will now complete Activityl: Browsing Item Catalogs in your Activity Guide.

@ Walkthrough/Activity

We will now complete Activity 2: Item Keyword Search in your Activity Guide.

Topic 2: Advanced Search Options for Items

Basic Search Page
When you use the search field, rather than using the catalog look-up, the results display
on a separate tab.

Search Settings Page

Use the Search Settings page to define the number of rows of results that you want to
display per page.

Page Name ' Navigation
Create Requisitions eProcurement > Create Requisition > 2. Add Items and
Search Settings Services > Search Settings Link

Rest of this page left intentionally blank. Please turn to the next page.
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KANSAS

Create Requisition

Search Settings

Display Catalog Search Fields

[tem 1D
Category Description

QK | Cancel |

*Catalog Results - Display: B. 25 Rows Per Page w

[] Do not show search result navigation message

Expand Basic Search to Include these Fields:

Figure 8. Create Requisitions Search Settings Page

Fields | Description

Catalog Results — Display

Use this field to determine how many
catalog rows per page you wish to view.
You can view 15-100 rows at a time.

Display Catalog Search Fields

Use this checkbox to display or not
display catalog search fields

Do not show search result navigation
message

Use this checkbox to show or not show
search result navigation

Participant Notes:
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Fields | Description
Item ID Select this checkbox to include (or

deselect to not include) the Item ID in the
search results

Category Description Use this checkbox to include (or deselect
to not include) a category description in
the search results

Table 4. Create Requisitions Search Page Elements

Advance Search — Search Catalog

Searching with field data in the Search Catalog section allows you to further define or
refine your search. Using additional search criteria may help to narrow the search for
specific item(s). Note: The Search Catalog function is spelling and grammar specific.

Search Catalog

Search contains  all of the following search fields entered: ), Search
Description: Search Settings
Manufacturer:

Manufacturer's Item ID:
Vendor:

Vendor Item 1D0:

[tem ID:

UPHN ID:

[include Images

Figure 9. Add Items and Services - Search Catalog

@ Walkthrough/Activity

We will now complete Activity 3: Iltem Advanced Search in your Activity Guide.

Participant Notes:
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Compare Button - Comparison Searching

When searching for an item to requisition, you have the ability to compare up to five
items side by side. Use the item selection checkboxes to select the desired items, and
then click the Compare button on the Search Results page to display the comparison:

Create Requisition
E‘ 1. Define Requisition E}; 2. Add Items and Services \& 3. Review and Submit

Add lines to the requisition, specifying the information necessary to procure each item or service.

Search: |united states flag ) Search

Catalog | Favorites | Templates | Forms | Web | Special Request | Search Results
~ (Catalog - 2 Results

Sort ltems: Show Images
ltern Description First 4] 4-2 of2 [» Last

Item Description Manufacturer Price |Curr |UOM Quantity |Add

United States Flag gﬁgsie Supplies 43.59000 USD Each 1.0000 EbAdd
United States Flag gﬁg‘:‘ie Supplies 59.49000 USD Each 1.0000 EbAdd

[] Select All { Deselect All

L Efaga| #Addto Favorites |

Figure 10. Search Results page for items

Rest of this page left intentionally blank. Please turn to the next page.
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Sort [tems:

Show Images

Itern Description

W

First [1] 1-2 of2 [¥ Last

Price | Curr UOM

Robbie Supplies +
Shop 43.59000 USD Each 1.0000 EJAI:IG
Robhbie Supplies +
Shop 59.49000 USD Each 1.0000 E.Adcl

Item I1D:
Description:
Standard Price:
Vendor Name:
Unit of Measure:
Vendor Price:
Currency Code:
Qty to Add:

Side by Side Comparison for 2 ltems

Mo image for this item Mo image for this item
000000000000000027 000000000000000004
United States Flag United States Flag
43.590 59.490
Robbie Supplies Shop Robbie Supplies Shop
EA EA
43.590 £9.490
Ush Ush

O L |&

Figure 11. Side by Side Comparison for 2 Items Expanded

@ Walkthrough/Activity

We will now complete Activity 4: Side by Side Comparison for Iltems in your Activity

Guide.

Lesson Review

In this lesson, you learned:
e How to browse item catalogs in SMART

e How to perform keyword searches, advanced searches and compare searches
for items within SMART

Participant Notes:
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@ Walkthrough/Activity

We will now complete Activity 5: Item Keyword Search in your Activity Guide.

Rest of this page left intentionally blank. Please turn to the next page.
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Lesson 3: Creating and Modifying Purchase Requisitions

Objectives

Upon completion of this lesson, you will be able to perform the following in SMART:
e Create a new purchase requisition, with or without a procurement card

e Create a new purchase requisition, with or without an item from the item table

e Create a new purchase requisition for an item which will become a fixed asset

e Create a new purchase requisition for an item which will become a part of a
project

o Create a new purchase requisition, with or without prior authorization request

e Create a new purchase requisition using the Web Tab (Direct Connect)

¢ Edit, save and submit purchase requisitions

¢ Use the Manage Requisitions page to manage purchase requisitions

@ Key Terms

e (Business ) Procurement Card (P-card): A business procurement card is used
by authorized employees to make purchases on behalf of their agency
e Prior Authorization Request: A process that is required by the Division of

Purchases to pre-approve certain transactions

Participant Notes:
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Topic 1: Creating a Purchase Order Requisition Using an item from the Item
Master List and a Procurement Card

¢ When creating a requisition, SMART requires you to designate a Requester. If
the Requester holds a business procurement card for the State of Kansas,
SMART enables you to use the Requester's procurement card details as
payment for the requisition if desired. It is important to know that you do not
need a business procurement card to create a requisition in SMART.

e Requisitioners are able to view masked procurement card information of a
Requester (cardholder). The only cards the Requisitioner will have the ability to
pay with on a requisition will be cards they have proxies to. A Requisitioner can
enter requisitions for any Requester in their business unit, but if they do not have
proxy to each Requesters card in the Purchasing module, they will not be able to

use the Requesters P-card as a payment method on the requisition.

@ Walkthrough/Activity

We will now complete a walkthrough using a UPK simulation: Creating Requisitions
Using Procurement Cards.

@ Walkthrough/Activity

You will now complete Activity 6: Creating Requisitions Using Procurement Cards in
your Activity Guide.

Participant Notes:
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Requisition Summary

Page Name ' Navigation
Requisition Summary | eProcurement > Create Requisition

Requisition Summary Requisition Summary

There are no lines on thiz request. Description Qty UOM
Wark Gloves 11 EA

Pleaze add new line in order to Computer 3 EA

save this requisition. Computer Monitor 5 EA

Total Lines: 0 Total Lines: 3

Total Amount (). 0 Total Amount (USD). 3,808.21

A. B.

Figure 12 A & B. Create Requisition — Requisition Summary

e Figure A: Displays the Requisition Summary as it first appears, before any
items have been added to the purchase requisition in SMART.

e Figure B: As items are added to the purchase requisition in SMART, the
Requisition Summary keeps a running total (summary) of the items, quantities,
requisition lines and cost for the purchase requisition.

Fields Description

Description Provides a description of the item(s)
and/or service(s) on the requisition

Qty Indicates the number of item(s) and/or
service(s) ordered on the requisition

UOM Unit of Measure. Indicates the unit of
measure for the item(s) and/or service(s)

Total Lines Indicates the total number of lines on the
purchase requisition in SMART

Total Amount (USD) Indicates the sum total of the purchase
requisition in SMART

Table 5. Create Requisition — Requisition Summary

Participant Notes:
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Create Requisition - Specify Business Unit and Requester Page

Page Name Navigation

Specify Business Unit | eProcurement > Create Requisition
and Requester

Create Requisition

Specify Business Unit and Requester

*Business Unit: 17300 Q Department of Administration

*Requester; Q

Ok
Figure 13. Create Requisition — Specify Business Unit and Requester

Fields Description

Business Unit The Business Unit field defaults based on
your agency number. Depending on your
security level, you can accept the default
or enter a different Business Unit number.
Requester Enter the SMART User ID of the person
making the request for goods or services.
If you do not know the Requester’s
SMART User ID, click the LookUp button
to view a list of available options.

Table 6. Create Requisition — Specify Business Unit and Requester

Participant Notes:
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1. Define Requisition Page — Header Information
Use this page to view default values for requisition lines.

@ CAUTION!

The values displayed in the Define Requisitions page should NOT be edited on
this page. (Use the 3. Review and Submit page to edit or change default value
information. The 3. Review and Submit page is covered later in this course).

Page Name ' Navigation
Define Requisition eProcurement > Create Requisition > Specify Business Unit
and Requester

Create Requisition
“f‘ 1. Define Requisition E‘; 2. Add ltems and Services \& 3. Review and Submit

Review the details of your requisition, make any necessary changes, and submit it for approval.

Business Unit: Department of Administration Prior Authorization Type: Q,
Requester: Kurt Hafner *Currency:

Requisition Name: Priority: Medium
Card Number: b Expiration Date: Use Procurement Card

Figure 14. Define Requisition Page — Header Information

Fields | Description
Business Unit SMART auto defaults the Business Unit
(agency)

Participant Notes:
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Fields | Description
Prior Authorization Type Use the Prior Authorization Type field to

enter the prior authorization value if
applicable. If the requisition does not use
a prior authorization, leave the field blank
(empty). The default value for this field is
blank (empty). . The use of the Prior
Authorization field is covered later in this
course.

Note: The use of the Prior Authorization
Type field replaces the current State of
Kansas Prior Authorization Request
paper process.

Requester SMART auto defaults the Requester that
was chosen on the Specify Business Unit
and Requester page

Requisition Name SMART auto defaults the requisition
number into the Requisition Name field
when the requisition is first saved. Do not
enter any information in this field.

Priority Indicate whether the request is a high,
medium, or low priority. Medium priority
is the default.

Table 7. Define Requisition Page — Header Information

1. Define Requisition — Line Defaults Expanded

Page Name ' Navigation

Define Requisition — eProcurement > Create Requisition > Specify Business Unit
Line Defaults and Requester

Expanded

Participant Notes:
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Create Requisition

|L=‘ 1. Define Requisition E‘Q; 2. Add Items and Services \& 3. Review and Submit

Specify requisition name, requester, and other information that applies to the entire requisition.

Business Unit: Department of Administration

Requester: Kurt Hafner *Currency:

Requisition Name: Priority: Medium  +
-

Note: The defaults specified below will be applied to requisition lines when there are no predefined values for these fields
Vendor: a Vendor Location: Q

Buyer: Q Category: Q Unit of Measure: Q

Ship To: 034TOP  |Q =] Modify Shipping Address

Due Date: El Attention:

Chartfields1 3 Aszet Information

Location  GL Unit EntryEvent  Dept Fund  BudUnit Program Account Eﬁitﬂuﬁ Project Activity $°“E[°e Cateqgol

594001 |3 [17300 | @, [173010]Q, [1000 |2 [0210]C, (01031 | [110100 | Q Q aQ Q,

Figure 15. Define Requisition — Line Defaults Expanded

@ CAUTION!

The values displayed in the Define Requisitions page — Line Defaults, Shipping
Defaults, and Accounting Defaults sections should NOT be edited on this page.
(Use the 3. Review and Submit page to edit or change default value information. The 3.
Review and Submit page is covered later in this course).

Rest of this page left intentionally blank. Please turn to the next page.
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3. Review and Submit Page
Use this page to review and edit the requisition details, prior to saving and submitting the
requisition into the SMART workflow process for approval.

Page Name ' Navigation
Review and Submit eProcurement > Create Requisition > 3. Review and Submit

Create Requisition
E‘ 1. Define Requisition Eh; 2. Add Items and Services \& 3. Review and Submit ‘

Review the details of your requisition, make any necessary changes, and submit it for approval.

Business Unit: Department of Administration Prior Authorization Type: Q
Requester: Kurt Hafnier *Currency:
Priority: Medium

Requisition Name:

Card Number: i Expiration Date: Use Procurement Card

Requisition Lines

[ 1 WorkGloves Kevin General Stare 11.0000 Each 14.39000 158.20 B2 D

[ SelectAll I Deselect All Total Amount: 158.29 USD
L ##Add to Favorites | (2 Add to Template(s)| S3odify Line / Shipping / Accounting | i Delete |

Justification/Comments

[ send to Vendor [] Show at Receipt [ Show at Voucher

is; Check Budget |
Add Request Document

Save & submit | s Save & preview approvalsl 3¢ cancel requisition | Find more items

Figure 16. 3. Review and Submit Page

Rest of this page left intentionally blank. Please turn to the next page.

Participant Notes:

As of March 9, 2010 Page 34 of 108 Final



PO320: Processing Purchase Requisitions

Participan i Py
BmHHT articipant Guide KA
Statewide Management, Accounting and Reporting Tool

IU (0S8 A YRS 000 5 SRR |IIHJ'H 1 II\

3. Review and Submit — Business Procurement Card (P-Card) Information

Create Requisition
“f‘ 1. Define Requisition Eh; 2. Add Items and Services \& 3. Review and Submit

Review the details of your requisition, make any necessary changes, and submit it for approval.

Business Unit: Department of Administration Prior Authorization Type: Q
Requester: Kurt Hafner *Currency:
Requisition Name: Priority: Medium  »
I Card Number: b Expiration Date: Use Procurement Card I
|

Figure 17. Review and Submit — P-Card Information

Fields Description

Card Number Use this field to select the procurement
card information if the Requester holds
more than one business procurement
card for the State of Kansas. Use the
drop-down list to select the desired
business procurement card number. For
security purposes, business procurement
card numbers are encrypted in SMART.
Therefore, you are able to view only the
last four digits of a business procurement
card number.

Expiration Date The Expiration Date defaults based on
the business procurement card option
chosen in the Card Number field.

Use Procurement Card Use this checkbox to signify that you want
to use the selected business procurement
card. This check box auto defaults as
selected when a business procurement
card is selected in the Card Number field.

Table 8. Review and Submit — P-Card Information

Participant Notes:
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3. Review and Submit — Requisition Lines Section

The items added to a requisition are displayed in the Requisition Lines section. The
Requisition Lines section includes details such as the Description of the items,
Quantity of items ordered, and the Total Amount of the purchase.

Create Requisition

1. Define Requisition

E!‘%: 2. Add Items and Services \& 3. Review and Submit

Requisition Lines

] 1 Work Cloves
[ 2 Computer

[] 3 Computer Monitor

[] SelectAll/ Deselect All

Review the details of your requisition, make any necessary changes, and submit it for approval.

Business Unit: Department of Administration Prior Authorization Type: Q,
Requester: Kurt Hafner *Currency:

Requisition Name: Priority: Medium  +
Card Number: ~ Expiration Date: Use Procurement Card

L f#add to Favorites | (] Add to Template(s) | 53#adiy Line / Shipping / Accounting | il Delete |

Kevin General Stare 11.0000 Each 14.39000 158.29 & (2
Robbie Design Shop 2.0000) Each 799.99000 1,599.08 2 (O
Andy Design Shop 3.0000 Each 249.99000 74997 E%Q

Total Amount: 2,508.24 UsD

Figure 18. Review and Submit - Requisition Lines Section

Fields | Description

Expand Section button

Click the Expand Section button to open
the Shipping and Distribution
(Accounting) information for the
requisition line.

Line Selection checkbox

Use the Line Selection checkbox to
select the requisition line(s) on which to
perform actions.

Line (number)

SMART auto assigns a Line humber to
each requisition line.

Participant Notes:
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Fields | Description
Description link Click the Description link on a

requisition line to view the item’s
description in SMART. Use the Return to
previous page link to return to the Review
and Submit page.

Vendor Name The Vendor Name auto defaults based
on the item that was selected from the
item master catalog, or defaults based on
a special request. (Special requests are
covered later in this course)

Quantity Use this field to enter or edit the Quantity
of items for the requisition line.
UoOM UOM = Unit of Measure. Auto defaults

based on the item that was selected from
the item master catalog, or defaults based
on a special request. (Special requests
are covered later in this course)

Price The Price auto defaults based on the
item that was selected from the item
master catalog, or defaults based on a
special request. (Special requests are
covered later in this course)

Total Represents the Total (cost) for the
requisition line. (Quantity x Price = Total)
= Use this button to open the Line Details

Line Details Button = page. (The use of the Line Details page

is covered later in this course).

Participant Notes:
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Fields | Description

Line Comments Button Click this button to open the Line
Comments page. Use the Line

Comments page to enter line comments
for the requisition line. Field length is
32700 characters (including spaces and
punctuation). (The use of the Line
Comments page is covered later in this
course).

Select All / Deselect All checkbox Use the Select All / Deselect All
checkbox to select or deselect ALL lines
on the requisition

Total Amount Represents the Total Amount or cost of
the requisition (the sum total of all
requisition line totals)

Add to Favorites button Select the desired item(s) using the line
selection checkbox. Click the Add to
Favorites button to add the item(s) to
the Favorites list. (The use of Favorite
items is covered later in this course)
Add to Template(s) button Select the desired item(s) using the line
selection checkbox. Click the Add to
Template(s) button to create a personal
template for the selected item(s). (The
use of Personal Templates is covered
later in this course)

Modify Line / Shipping / Accounting Select the desired line(s) using the line
button selection checkbox. Click the Modify
Line / Shipping / Accounting button to
open the Modify Line / Shipping /
Accounting page. (The use of the
Modify Line / Shipping / Accounting page
is covered later in this course)

Participant Notes:
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Fields | Description

Delete button Select the desired line(s) using the line
selection checkbox, then click the Delete
button to delete the lines from the
requisition

Table 9. Review and Submit - Requisition Lines Section

Line Details Page

Use the Line Details page to enter contract information, confirm requisition information,
and edit additional details for a line.

Note: The State of Kansas is not using the Sourcing Controls section on the Line Details
page.

Page Name ' Navigation
b eProcurement > Create Requisition > 3. Review and Submit >

Line Details "= Requisition Lines > Line Details Button

Rest of this page left intentionally blank. Please turn to the next page.
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Line Details

Line: 1 Work Gloves Line Status: Open

o

Amount: 14.38 usD

Category: 53100000 53100000 - Clothing  View Hierarchy

Buyer: y Buyer Information

\Vendor: Qoooooo1oe Q. Kevin General Store

Vendor Location: 1 Q. 23 Polk Street

Vendor's Catalog:

Vendor Item ID:

Manufacturer ID: 2, UPN ID:

Manufacturer's [tem ID: &}

Physical Nature Goods k"

[IrFQ Required Zero Price Indicator ] Amount Only

Device Tracking ] Inspection Required

Configuration Info

o

Contract ID: Q Line: Q

&

[+] calculate Price

QK | Cancel
Figure 19. Line Details Page
Participant Notes:
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Fields | Description
Buyer If necessary, use the Buyer field to

specify the Buyer for the requisition line.

If you do not specify a Buyer in the Buyer
field, SMART auto defaults the Buyer
(based on Requester chosen). SMART
auto defaults the Buyer information when
the requisition is saved and submitted into
the Workflow Approval process.

Vendor The Vendor is auto defaulted by SMART
from either the item master catalog, or
from a special request. Use the Vendor
field to change the vendor if necessary.
Use the LookUp button to view and select
from a list of available options as needed.
Vendor Location Use this field to edit the default Vendor
Location information. If necessary, use
the LookUp button to view and select
from a list of available options.

Vendor’'s Catalog Use this field to enter the Vendor’s
Catalog in which the item can be found
Inspection Required Use the Inspection Required checkbox

to designate that an inspection is required
for item(s) upon delivery.

Note: This leaves special delivery
instructions on the Inspect Receipts page
for the Receiver who creates the receipt
in SMART.

Table 10. Line Detail Page Elements

52

Contract ID: Qy Line: Q

Figure 20. Line Details_Contract Expanded

Participant Notes:
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Contract ID Use the Contract ID field to enter the
contract number for this item (if
applicable)
Line The State of Kansas is NOT using the
Contract Line field. Please do not enter
any information into this field.

Table 11. Line Details_Contract Expanded Fields

Rest of this page left intentionally blank. Please turn to the next page.
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Line Comments Page
Use the Line Comments page to record comments about an item and/or add an
attachment.

Page Name Navigation

eProcurement > Create Requisition > Review and Submit >

Line Comments (2 L . .
Requisition Lines > Line Comments button

Create Requisition

Line Comments

Line Description i Unit
1 Work Glaves 11.0000 Each 14.39000 USD
[ sendto Vendor [ Show at Receipt ] Show at Voucher

Add Attachment

QK | Canc:el|

Figure 21. Line Comments Page

Fields ' Description

Text Box Use the text box to enter free text line comments for the
requisition line. Field length is 32700 characters
(including spaces and punctuation).

Send to Vendor Use this checkbox to display the line comments to the
vendor on the purchase order

Participant Notes:
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Fields ' Description

Show at Receipt

Use this checkbox to display the comments at the receipt
in SMART

Show at Voucher

Use this checkbox to show the comments at the voucher
in SMART (Accounts Payable process)

Add Attachment

Click the attach button to browse, locate and upload file(s)
from your agency’s local server to the requisition line.
Examples of requisition line attachments are: Justification
related to a Prior Authorization Request, quotes from
competing vendors, or a notice from a manufacturer that
there are no resellers available for the item(s).

Note: Please do not use SMART as a document
repository. Use the SMART attachment function sparingly
and only when absolutely necessary. Thank you.

Table 12. Line Comments Page

Rest of this page left intentionally blank. Please turn to the next page.
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3. Review and Submit — Requisition Lines Section

Clicking the Expand Section button to the left of a requisition line number opens
additional information containing the Shipping and Accounting information for the
requisition line. Use the Requisition Lines section to view, edit, and even split
distribution and shipping information if necessary.

Page Name ' Navigation
Requisition Lines — eProcurement > Create Requisition > Review and Submit >
Split Distribution and | Requisition Lines > Expand Line Information > Requisition
Shipping Lines
Requisition Lines

Line Description Vendor Hame Quantity UOM Price Total
=[] 1 WorkGloves Kevin General Store 11.0000 Each 1430000 15829 B2 O

[ consolidate with other Regs. Override Suggested Vendor
Shipping Line: 1 Due Date: Gl Quantity: |11.0000 FHE

Status: Active *Ship To: 034TOP @ [=] Modify Shipping Address

Attention: |Kurt Hafner

*Distribute by: SpeedChart; Q

T asset nformation

Open |594001C | 11.0000 | 100.0000 15820 [17300 @ | Q. [173010-C, 1000 & [o210 & [01031 & [110100 €
[0 2 Computer Robbie Desian Shop 30000 Each 799.99000 230007 2O
] 3 Computer Monitor Andy Design Shop 5.0000 Each 24999000 124905 B2 O

[ Select All/ Deselect All Total Amount: 3,808.21 USD

L fadd to Favorites | (2] Add to Template(s)| S3todify Line / Shipping / Accounting |  Detete |

Figure 22. Requisition Lines Expanded — Shipping Line (Split Distribution/Schedule)
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Fields ' Description

Consolidate Defaults as selected based on the agency (business unit), and

with other based on the Requester chosen. The use of the Consolidate with

Regs checkbox | other Regs checkbox is agency specific. Please refer to your
agency guidelines in the use of this checkbox.
Note: Selecting this checkbox will not consolidate this requisition
with requisitions from a different business unit (agency). This
checkbox will consolidate only requisitions with the same Business
Unit number.

Override Defaults as selected based on the agency (business unit), and

Suggested based on the Requester chosen. The use of the Override

Vendor Suggested Vendor checkbox is agency specific. Please refer to
your agency guidelines in the use of this checkbox.

Shipping Line SMART auto assigns a Shipping Line number to each shipping line

(number) on the requisition.
Note: Be careful! Do not confuse this number with the requisition
line number, or with the Distribution line number.

Due Date Use this field to enter the Due Date for the delivery of the item(s)

Quantity Use this field to enter the Quantity of items for the shipment

+ button Use the + button to add split the line schedule into multiple Ship To
addresses (locations)

- button Use the — button to delete or remove schedule lines (Shipping lines)

Status Displays the current Status of the shipping line. The SMART default
value is ‘Active’.

Ship To Use this field to enter the desired Ship To location code (address)
for the Shipping Line. If you do not know the Ship To code, click the
LookUp button to view and select from a list of available options.

Modify Click the Modify Shipping Address link to open the Shipping

Shipping Address page. Use the Shipping Address page to enter the desired

Address link shipping address (override the default Ship To address). The use of
the Shipping Address page is covered later in this course.

Participant Notes:
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Fields ' Description

Attention SMART auto defaults the Requester’'s name into the Attention field.
It is State of Kansas best practice NOT to change the default
name in the Attention field. If you need to add an Attention name
for delivery purposes, please add the name to the Line Comments
page.

Distribute By There are two options for the Distribute By field:

drop-down list | Qty (Quantity) — Qty is the default selection in SMART. Use the Qty
option to designate the distribution by quantity

Amt (Amount) — use the Amt option to designate the distribution by
Percentage amount(s) in the Percent field

Note: If you are creating a requisition line containing an item from
the item master catalog, you will receive a Warning message dialog
box (as shown below). You will not receive this Warning message if
you are creating a special request for an item or a service.

Windows Internet Explorer

"j ‘Warning -- Diskribukion by quantity is recommended For inventary items, (10105,39)
-

Distribution by quantity is recommended For inventory items.  Distribution by amount can cause rounding problems i
this requisition is inventory sourced.

If you receive this Warning message, click the OK button to proceed.
The State of Kansas is not using inventory items, therefore this error
message does not apply. Click the OK button to close the message
dialog box and proceed with the requisition.

Speedchart If your agency is using Speedcharts, enter the agency specific
Speedchart code into the Speedchart field. If you do not know the
SpeedChart code, use the LookUp button to view and select from
the list of available options.

Table 13. Requisition Lines Expanded — Shipping Line (Split Distribution/Schedule)
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Figure 23. Requisition Lines Expanded — Accounting Lines — Chartfields1 tab

Fields ' Description

Chartfields1 Use the Chartfields1 tab to enter or split Chartfield (accounting
tab distribution) information. Required Chartfields for the State of
Kansas are: Dept (Department), Fund, Bud Unit (Budget Unit),
Program, and Account.

Note: If you are entering items for use on a project, the following
project Chartfields are also required: PC Business Unit (Project
Costing business unit), Project, and Activity. Use the horizontal
scrollbar to scroll to the right to access additional Chartfield
information, and to access the + and — buttons.

Line Accounting lines are assigned distribution Line numbers. The
default distribution line number is ‘“1°. Additional distribution line
numbers are auto assigned by SMART when one line distribution is
split into multiple distribution lines.

Status The Status field displays the current status for the distribution line.
Note: The default status value for a new distribution line is ‘Open’.
Location Use the Location field to enter the Location code for the

accounting line. If you do not know the Location code, use the
LookUp button to view and select from a list of available options.
Quantity The Quantity field is used to split the distribution by the quantity (of
items or services) specified in the Quantity field. Enter the desired
quantity for this specific distribution line into the Quantity field. Note:
You must choose the option of ‘Qty’ in the ‘Distribute by’ field.
Percent The Percent field is used to split the distribution line by a
percentage amount. Enter the desired percent (split percentage
amount) for this specific distribution line into the Percent field. Note:
You must choose the option of ‘Amt’ in the ‘Distribute by’ field.
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Fields Description

GL Unit Use the GL Unit field to enter the GL (General Ledger) Business
Unit number. The default value is based on your agency business
unit number.

+ button Use the + button to add additional distribution lines (split the line
distribution).

- button Use the — button to remove or delete distribution lines.

Details tab The State of Kansas is not using the information on the Details tab.
Please do not use the Details tab.

Table 14. Requisition Lines Expanded — Accounting Lines — Chartfields1 Tab

3. Review and Submit — Accounting Lines Section — Asset Information Tab

Accounting Lines Customize | Find | View HIII First (1 1 of 1 [ Last

[ Crfieisst T TDetEis ] Asset information

e

Q Q (+] [=]

Figure 24. Requisition Lines Expanded — Accounting Lines — Asset Information tab

Fields Description

Asset Use the Asset Information tab to enter the Asset Information for the
Information tab | requisition line(s).

Note: It is important to know that information MUST be entered into
both the AM Business Unit field AND the Profile ID field in order
for the asset information to be passed into the SMART Asset
Management module. If you do not enter information into both these
fields, SMART will not recognize the Asset Management information,
and will not pass the asset information onto the Asset Management
module in SMART.

AM Business The AM Business Unit number MUST be the same business unit
Unit number as the PO Business Unit number displayed at the header
level of the purchase requisition

Participant Notes:
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Fields ' Description
Profile ID Use the Profile ID field to enter the Profile ID number. If you do not

know the Profile ID number, click the LookUp button to view and
select from an available list of options.

Tag Number Use the Tag Number field to enter the Asset Tag Number for the
item.

Table 15. Requisition Lines Expanded — Accounting Lines — Asset Information Tab

Shipping Address Page
Clicking the Modify Shipping Address link opens the Shipping Address page. Use the

Shipping Address page to edit the Shipping Address for the Ship To location for the
requisition schedule line.

Page Name ENER

Shipping Address eProcurement > Create Requisition > Review and Submit >
Requisition Lines > Expand Line Information > Requisition
Lines > Modify Shipping Address link

Rest of this page left intentionally blank. Please turn to the next page.
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Shipping Address

Line Description Quantity

1 Work Gloves 11.0000 Each 14.39000 USD

Sched Num  Ship To Quantity Due Date Total

1 TOPEKA 11.0000 158.29 UsD

S

Country: Q United States Prefix:
Address1:  |Topeka Armory | Postal searchPhone: |274-1457
Address 2: |2?22 SW Topeka Boulevard | Ext: I:I
City: |T0peka |

County: |Shawnee | Postal: 66611

State: Q Kansas

QK | Cancel | Load DefaultShippingAddress|

Figure 25. Shipping Address page

Rest of this page left intentionally blank. Please turn to the next page.
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Modify Line / Shipping / Accounting Page

Use the Modify Line / Shipping / Accounting page to change schedule (shipping) and
distribution (accounting) information for multiple requisition lines at the same
time when creating or editing a requisition. Using the Modify Line / Shipping /
Accounting page enables you to make changes to multiple lines at the same time on the
requisition, rather than having to edit every requisition line individually.

Prior to clicking the Modify Line / Shipping / Accounting button, use the Line
Selection checkboxes in the Requisition Lines section of the Review and Submit page
to select the desired requisition lines you wish to modify. Alternatively, use the Select
All/Deselect All checkbox to select or deselect all requisition lines on the requisition.

Use the Modify Line / Shipping / Accounting page to update the information for the
selected requisition lines. The values and information entered into the Modify Line /
Shipping / Accounting page overrides the SMART default information for the requisition
lines.

When you have finished entering information into the Modify Line / Shipping / Accounting
page, click the Apply button to open the Distribution Change Options page. (The
use of the Distribution Change Options page is covered later in this course).

Page Name ENER
Modify Line / Shipping | eProcurement > Create Requisition > 3. Review and Submit >
/ Accounting Requisition Lines > Line Selection checkboxes OR Select

All/Deselect All checkbox > Modify Line / Shipping /
Accounting button

Rest of this page left intentionally blank. Please turn to the next page.
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Create Requisition

Note; The information be

Vendor ID: ||

Buyer:

Ship To:

Due Date:

Modify Line / Shipping / Accounting

data entered on this page will replace the data in the corresponding fields on the selected lines.

low does not reflect the data in the selected requisition lines. When the ‘Apply button is clicked, the
Q Vendor Location: QL

Q Category: Q

Q [=] Modify Shipping Address
El Attention:

" Asset Information

Percent Location GL Unit Entry Event Dept Fund Bud Unit Program Account ﬁitﬂus Project Activity %
1 Q| 17300|Q Q Q Q Q Q Q Q Q Q Q
Load Yalues From Defaults

< Apply Cancel

g

Figure 26. Create Requisition_Modify Line / Shipping / Accounting Page
Fields | Description
Vendor ID Use the Vendor ID field to enter the

Vendor ID number. If you do not know
the Vendor ID number, click the LookUp
button to view and select from the list of
available options.

Vendor Locatio

n Use this field to edit the default Vendor
Location information. If necessary, use
the LookUp button to view and select
from a list of available options.

Participant No

tes:
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Fields | Description

Buyer If necessary, use the Buyer field to
specify the Buyer for the selected
requisition lines. If you do not specify a
Buyer in the Buyer field, SMART auto
defaults the Buyer (based on Requester
chosen). SMART auto defaults the Buyer
information when the requisition is saved
and submitted into the Workflow Approval
process.

Category Use this field to enter the category code
for the selected line item(s). Note:
Category codes are mapped to Account
Chartfield codes in SMART.

Table 16. Create Requisition_Modify Line / Shipping / Accounting Page — Line Information

Fields | Description

Ship To Use this field to enter the desired Ship To
location code (address) for the selected
Shipping Lines. If you do not know the
Ship To code, click the LookUp button to
view and select from a list of available
options.

Modify Shipping Address link Click the Modify Shipping Address link
to open the Shipping Address page.
Use the Shipping Address page to enter
the desired shipping address (override
the default Ship To address for the
selected Shipping lines). The use of the
Shipping Address page is covered earlier
in this course.

Due Date Use this field to enter the Due Date for
the delivery of the item(s), for the selected
requisition lines.

Participant Notes:
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Fields | Description

Attention Use the Attention field to enter the name
of the contact person for the selected
requisition line deliveries. For example:
Enter the name of the Requester.

Table 17. Create Requisition_Modify Line / Shipping / Accounting Page — Shipping Information

Fields ' Description

Chartfields1 Use the Chartfields1 tab to enter or split Chartfield (accounting

tab distribution) information. Required Chartfields for the State of
Kansas are: Dept (Department), Fund, Bud Unit (Budget Unit),
Program, and Account.

Note: If you are entering items for use on a project, the following
project Chartfields are also required: PC Business Unit (Project
Costing business unit), Project, and Activity. Use the horizontal
scrollbar to scroll to the right to access additional Chartfield
information, and to access the + and — buttons.

Asset Use the Asset Information tab to enter the Asset Information for the
Information tab | requisition line(s).

Note: It is important to know that information MUST be entered into
both the AM Business Unit field AND the Profile ID field in order
for the asset information to be passed into the SMART Asset
Management module. If you do not enter information into both these
fields, SMART will not recognize the Asset Management information,
and will not pass the asset information onto the Asset Management
module in SMART.

Table 18. Create Requisition_Modify Line / Shipping / Accounting Page — Accounting
Information

Note: Please refer to the ‘3. Review and Submit — Requisition Lines Section’ for
more information pertaining to the use of the fields located in the Chartfields1 Tab and
the Asset Information tab.
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Distribution Change Options Page

Clicking the Apply button on the Modify Line / Shipping / Accounting page prompts
SMART to open the Distribution Change Options page.

The Distribution Change Options page allows you to select instructions that tell SMART
how to apply the changes you made on the Modify Line / Shipping / Accounting page.
The Distribution Change Options page offers three options:

e All Distribution Lines
e Matching Distribution Lines
¢ Replace Distribution Lines

Note: Definitions and explanations of these options are provided following the
screenshot (below).

Select the desired option using the radio button to the left of the option. You are able to
use the Distribution Change Options page while creating or editing requisitions.

Page Name ' Navigation

Distribution Change eProcurement > Create Requisition > 3. Review and Submit >

Options Requisition Lines > Modify Line / Shipping / Accounting >
Apply button

Rest of this page left intentionally blank. Please turn to the next page.
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Distribution Change Options

Forthe selected requisition lines, apply distribution changes to

(& Al Distribution Lines

Apply changes to all existing distribution lines.

O Matching Distribution Lines

Apply changes to each existing distribution line by matching the distribution line numbers.

O Replace Distribution Lines

Remaove the existing distribution lines and replace with the distribution lines changes.

Ok | Cancel |

Figure 27. Distribution Change Options Page

Rest of this page left intentionally blank. Please turn to the next page.
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Fields | Description
All Distribution Lines The All Distribution Lines option is the

default selection for the State of Kansas.

Chartfield values entered into a single
distribution line on the Modify Line /
Shipping / Accounting page are applied to
ALL selected requisition lines (that
were selected on the Review and Submit
page using the Line Selection
checkbox/es).

Only Chartfield values that are entered on
the Modify Line / Shipping / Accounting
page are updated. Chartfields left blank
(empty) do not override the SMART
default values for the selected requisition
lines.

Any requisition lines that are not selected
(on the Review and Submit page) retain
all SMART default information. The
distribution information for these
unselected lines is not changed.

Participant Notes:
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Fields | Description
Matching Distribution Lines Enter the desired Chartfield values into

specific distribution line(s) on the
Modify Line / Shipping / Accounting page.

For example: If you enter Chartfield
values for only distribution Line numbers
1, 3 and 7, then only distribution Line
numbers 1, 3 and 7 are updated. All
other distribution lines are not updated.

Chartfields left blank (empty) do not
override the SMART default values for the
selected lines.

Any requisition lines that are not selected
(on the Review and Submit page) retain
all SMART default information. The
distribution information for these
unselected lines is not changed

Participant Notes:
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Fields | Description
Replace Distribution Lines Chartfield values entered into a single

distribution line on the Modify Line /
Shipping / Accounting page are applied to
ALL selected requisition lines (that
were selected on the Review and Submit
page using the Line Selection
checkbox/es).

Chartfield values that are entered on the
Modify Line / Shipping / Accounting page
are updated.

Chartfields left blank (empty) are
overridden with blank fields (deletes
SMART Chartfield default values)

Any requisition lines that are not selected
(on the Review and Submit page) retain
all SMART default information. The
distribution information for these
unselected lines is not changed.

Table 19. Distribution Change Options Page

3. Review and Submit — Justifications/Comments Field

Page Name Navigation

Justification/Comments | eProcurement > Create Requisition > 3. Review and Submit
> Justification/Comments

Justification/Comments

[ sendtoVendor []Show atReceipt [] Show at Voucher

Participant Notes:
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Figure 28.A. Review and Submit_Justification/Comments Field

{2 hitps:#firn1..smart.ks.gov/pscIFNTRN1/EMPLOY.... (2[5 |[3]
€ | https:fftrnl smart. ks.qovpscFNTRM1JEMPLOYEEJERP S \WEBLIE_P % ﬁ

Justification / Comments

i & Internet F100% -

Figure 28.B. Review and Submit_Justification/Comments_Expand Section

Fields | Description

Figure A - Justification/Comments and the | Use the Justification/Comments free
Expand button text field to enter the reason for the

) purchase requisition creation. Field
length is 32700 characters (including
spaces and punctuation). If desired, click
the Expand Section button in the
Justification/Comments section. Clicking
the Expand section button opens a new
window displaying the Justification /
Comments field.
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Fields | Description
Figure B — Justification/Comments in new | If you clicked the Expand button to open
window and the OK button the Justification/Comments field in a new
& 0K window, enter comments into the free text

field and click the OK button. Clicking the
OK button closes the window, and retains
the comments in the
Justification/Comments text box on the
Review and Submit page.

Table 20. Review and Submit_Justification/Comments

3. Review and Submit — Check Budget Button

Page Name Navigation
Check Budget button | eProcurement > Create Requisition > 3. Review and Submit

&

Save & submit l ﬁ?ﬁSave & preview approvals| x Cancel requisition | Find more iterns

Check Budget
Add Request Document

Figure 29. Review and Submit_Check Budget button

If your agency is set up for purchase requisitions to pre-encumber funds (only four
agencies are doing this at go live July 2010), then clicking the Check Budget button
prompts SMART to simultaneously combination edit (check for valid ChartField
accounting strings), and creates a pre encumbrance for the budget funds. The pre-
encumbrance becomes a hard encumbrance at the time of purchase order creation
(batch process for auto sourcing in SMART).

Participant Notes:
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@ CAUTION!

Most state agencies are NOT set up to pre-encumber funds at Go Live (in July
2010). If your agency is not using pre-encumbrances, please DO NOT USE the
Check Budget button as this may potentially cause performance issues in SMART.

Note: In extremely rare circumstances, the Check Budget button may be used by non-

pre-encumbrance agencies as an exception process to the regularly scheduled batch
process for budget checking in SMART.

3. Review and Submit — Action buttons

Page Name Navigation
Review and Submit eProcurement > Create Requisition > 3. Review and Submit >
Action buttons and link (bottom left corner of page)

i Check Budget |

Add Request Document

Save & submit | %Save & preview approvals| X Cancel requisition | Find more iterns

Figure 30. Review and Submit_Action buttons

Fields Description

Save & submit button Use the Save & submit button to save
the requisition and submit it directly into
the Workflow approval process. Clicking
the Save & submit button opens the
Confirmation page. The use of the
Confirmation page is covered later in this
course.

Participant Notes:
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Fields ' Description

Save & preview approvals button Use the Save & preview approvals
button to save the requisition for later
use.

Clicking the Save & preview approvals
button DOES NOT submit the requisition
into the Workflow approval process.

Clicking the Save & preview approvals
button opens the Confirmation page.
The use of the Confirmation page is
covered later in this course.

Cancel requisition button or Cancel Use the Cancel requisition button to
Changes button cancel the entire purchase requisition in
SMART.

| Important! The cancellation of a
CAUTION! purchase requisition CANNOT be

reversed.

SMART provides a message prompt
asking you to confirm your cancellation
decision.

Note: Depending on the status and/or
workflow approval processing of the
requisition, this button’s title may appear
as ‘Cancel Changes’. Use the Cancel
Changes button to cancel changes you
have made to the requisition.

Find more items link Clicking the Find more items link
navigates you away from the ‘3. Review
and Submit’ page, and returns you to the
‘2. Add items and services’ page.

Table 21. Review and Submit_Action buttons

Participant Notes:
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Confirmation Page
Page Name ' Navigation

Confirmation page eProcurement > Create Requisition > 3. Review and Submit >
Save & preview approvals button OR Save & Submit button

Confirmation

Requested For: P2 Req 1 for test Humber of Lines: 1

Requisition Name: 0000000083 Total Amount: 18.76 USD
Requisition ID: Q000000083

Business Unit: 17300

Priority: Medium

Budget Status: Mot Checked

Route to Supervisors

= Line 1:Initiated

a [¥]start Mew Path
P0.05.01-2 Metal Sign Post

Supervisor Approval

Not Routed Not Routed =
KPQ Buvyer #1 KPO Approver #1
IE‘+ IESL||:|n3r'.f|5.|:|rby UzeriD _E_' IEIn.-aertetlﬁxpprcl\.flf:r _E
Submit | EditRequisition | | Check Budget

View printable version Manage Requisitions Create New Requisition

Figure 31. Confirmation Page

Clicking the ‘Save & preview approvals’ button or the ‘Save & Submit’ button on the
‘3. Review and Submit’ page opens the Confirmation page.
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Fields Description

Requested Displays the name of the Requester

For

Number of Displays the total number of lines on the requisition

Lines

Requisition When you click either the Save & submit button or the Save & preview

Name approvals button, SMART auto assigns a requisition ID number to the
requisition. The requisition ID number is defaulted into the Requisition
Name field.

Total Displays the Total Amount (total cost) for the requisition

Amount

Requisition When you click either the Save & submit button or the Save & preview

ID approvals button, SMART auto assigns a requisition ID number to the
requisition. The requisition ID number is defaulted into the Requisition
ID field.

Business Displays the Business Unit number for the agency

Unit

Priority Displays the Priority level designated on the requisition

Budget There are three Budget Status options:

Status e Not Checked: Budget Checking has not occurred. The Budget

Check batch process has not run, or a manual Budget Check has not
been performed on the requisition. This status is the default value for
a new requisition.

¢ Valid: The Budget Checking batch process has been run. SMART
validated all accounting information as correct (combination edits).
The requisition successfully passed the Budget Checking process
which changed the status to ‘Valid'.

e Error: The Budget Checking batch process has run. SMART
identified error/s in the accounting information for the requisition. The
requisition did not pass Budget Checking successfully, therefore the
status was changed to ‘Error’

Participant Notes:
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Route to The Route to Supervisors section displays the workflow path for the

Supervisors | requisition approval process.
Note: The Workflow Approval process is not covered in this course.
The Workflow Approval process is covered in the GN203 — Performing
Approvals course.

Submit Click the Submit button to submit the requisition into the Workflow

button Approval process. Depending on the life cycle stage of the requisition,
this button may be enabled or disabled for use.

Edit Click the Edit Requisition button to open the requisition. Depending

Requisition on the life cycle stage of the requisition, this button may be enabled or

button disabled for use.

Apply The Apply Approval Changes button is not being used by the State of

Approval Kansas.

Changes

button

Check The Check Budget button on the Confirmation page performs the

Budget same functionality as the Check Budget button on the Review and

button Submit page. Please refer to 3. Review and Submit — Check Budget
Button for more information about the use of the Check Budget button.

Participant Notes:
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Fields Description

View Clicking the View printable version link opens a new window
printable containing the e-Pro Print Req Script page:
version link {= ePro Print Req Script - Microsoft Internet Explorer. provided by The State of Kansas

(S i2 M |g https:fftrnd . smart. ks.gov)psp/FNTRM 1 /EMPLOYEE JERP/e/?url=https %3, V| %J 5| X

File Edit View Favorites Tools  Help

It IS State Of 7::? dﬁ' [@eProPrintRechript l_l & M D Eéa T
Kansas best
H Print R isiti
Ncp));_at(i)tl Sﬁm @w Distribution Informatiy\ EFOS:T.;:Z!::
reguisitions.

Requisition: 0000000167
Requester: Kurt Hafner Business Unit: 17300 Requisition ID: 0000000167 Date: 3/4/2010

Comments:

Line Description Qty Price Curr UOM

1 Work Gloves 22.0000 14.39000 USD EA
Sched Line | Ship To Attention Due Date Qty Total
1 Topeka Armory Kurt Hafner 22.0000 | 316.58

If desired, select the Show Distribution Information checkbox to
display and print distribution information:

Requisition: 0000000167

Requester: Kurt Hafner Business Unit: 17300  Requisition 10: 0000000167 Date: 3/4/2010

Comments:

Line Description Qty Price Curr UOM Total

1 Work Gloves 22.0000 14.39000 UsD EA 316.58
Sched Line | Ship To Attention Due Date Qty Total
1 Topeka Armaory Kurt Hafner 22.0000 | 316.58

Line | Pct ReqQty Amount GL Unit | Location Dept Fund | Bud Unit | Program
1 100 22 316.58 17300 694001 1730101010 | 1000 0210 01031

Account

110100

Click the Print Requisition button to open your local printer options.
Click the Close Window button to close the e-Pro Print Req Script
Req Script window and return to the Confirmation page.

Participant Notes:

As of March 9, 2010 Page 68 of 108 Final



PO320: Processing Purchase Requisitions

Participant Guide o =
g m H HT P KANSAS
Statewide Management, Accounting and Reporting Tool

Corrir (Moevemenr S con Beps Ty
Fields Description
Manage Click the Manage Requisitions link to navigate to the Manage
Requisitions | Requisitions page. The use of the Manage Requisitions page is
link covered later in this course.

Create New | Click the Create New Requisition link to begin the creation of a new
Requisition requisition in SMART. Clicking the Create New Requisition link

link navigates you to the Specify Business Unit and Requester page in the
SMART e-Procurement module.

Table 22. Confirmation Page
Topic 2: Creating a Purchase Requisition without an Item from the Item
Master List and without a Procurement Card
e Only statewide contract items appear in the item master catalog in SMART (at
Go Live, July 2010). Your agency may need to order items that are not in the
SMART item master catalog. Use the Special Request Page to requisition items

that you cannot locate by browsing the catalog or by using an item search.

2. Add Items and Services - Special Request Page

Use the Special Request page to create a request for a special item or service. A
special item is an item that is not listed in the SMART item master catalog (which
contains only statewide contract items), or in a Direct Connect (Web) catalog. You can
choose links on the Special Request page to create Special Items, Fixed Cost Service,
Variable Cost Service, and Time and Materials.

Page Name ' Navigation
Special Request eProcurement > Create Requisition > 2. Add Items and
Services > Special Request Tab

Participant Notes:
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Create Requisition

|L=| 1. Define Requisition E“%—: 2. Add Items and Services éa 3. Review and Submit |

Add lines to the requisition, specifying the information necessary to procure each item or service.

search: | ) Search

Special Request
Select a Request Type

Special ltem Request an item that is not listed in the Catalog.
Fixed Cost Service Request a one-time service for a flat fee.
Wariable Cost Service Request a service for which the fee is based on the time worked.

Time and Materials Request a service for which the fee is based on the time worked and materials used.

Review and Submit

Figure 32. Add Items and Services_Special Request Tab

@ Walkthrough/Activity

We will now complete Activity 7: Creating a Purchase Requisition Using a Special
Request for Items in your Activity Guide.

2. Add Items and Services - Special Item Request Page
Use this page to request an item that is not in a catalog.

Page Name ' Navigation

Special Request eProcurement > Create Requisition > 2. Add Items and
Services > Special Request Tab >Special Item Link
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Create Requisition

“f‘ 1. Define Requisition Eq; 2. Add ltems and Services \& 3. Review and Submit |

Add lines to the requisition, specifying the information necessary to procure each item or senvice.

search: | , Search

Catalog | Favorites | Templates | Forms | Web | Special Request
Special Item

*ltem Description: |

*Price: *Currency:

*Quantity: *Unit of Measure: Q

*Category: €} Due Date: @

Vendor ID: Q, Suggest Mew Vendor

Vendor tem ID: |

Mfg ID: Q

Mfg Item ID: |

Additional Information Request New ltem

[] Request New ltem

[] send to Vendor [1show at Receipt [] show at Voucher

Addltem | Cancel |  AddorStartNew Type |

Figure 33. Special Request Page — Special Item Link Expanded

Note: Fields notated with an asterisk (*) in SMART are required fields that must have
data entered into them.
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Item Description Use the Item Description field to enter a description
of the item you are requesting. Field length is 254
characters (including spaces and punctuation).

Price Use the Price field to enter the price of the item you
are requesting (= price per unit of measure)

Quantity Use the Quantity field to enter the quantity of the
item(s) you are requisitioning

Unit of Measure Use the Unit of Measure field to enter the unit of

measure (UOM) for the item(s) you are requisitioning.
If you do not know the UOM, click the LookUp button
to view and select from a list of available options.
Category When creating a Special Request in SMART, you
MUST populate a Category code. Use the Category
field to enter the Category code number for the item(s)
you are requisitioning. Note: Category codes are
mapped to Account Chartfield codes in SMART. If you
do not know the Category code, click the LookUp
button to view and select from a list of available
options.

Vendor ID When creating a Special Request in SMART, you
need to populate a Vendor ID. If you do not know the
Vendor ID number, click the LookUp button to view
and select from a list of available options.

Note: Vendor ID’s are maintained by Central. If you
cannot locate the Vendor ID, please add the Vendor
information to the Additional Information text field and
leave the Vendor ID field empty (blank).

Vendor Item ID Use the Vendor Item ID field to enter a Vendor’s
reference or product number for the item. For
example: The number/reference that the vendor uses
in their catalog. This is an optional field in SMART.
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Mfg ID Use the Mfg ID field to enter the manufacturer’s 1D
number in SMART. If you do not know the Mfg ID
number, click the LookUp button to view and select
from a list of available options. This is an optional field
in SMART.
Mfg Item ID Use the Mfg Item ID field to enter the manufacturer’s

reference or product number for the item. For
example SKU (Stock Keeping Unit) number. This is
an optional field in SMART.

Additional Information Use the Additional Information field to enter any
additional information about the item. This field is a
free text field.

Send to Vendor Use the Send to Vendor checkbox to display the
Additional Information text to the vendor on the
purchase order

Show at Receipt Use the Show at Receipt checkbox to display the
Additional Information text at the receipt in SMART
Show at Voucher Use the Show at Voucher checkbox to show the

Additional Information text at the voucher in SMART
(Accounts Payable process)

Request New Item The State of Kansas is not using this functionality.
Please do NOT select the Request New Item
checkbox.

Add Item button Once you have completed entering all information into

the Special Item request form, click the Add Item
button to have SMART transfer the special item
information to the 3. Review and Submit page.
Cancel button Click the Cancel button to cancel the special request
for the item, and to return to the 2. Add Items and
Services page.
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Fields | Description
Add or Start New Type Once you have completed entering all information into
button the Special Item request form, click the Add or Start

New Type button to have SMART transfer the special
item information to the 3. Review and Submit page.
Additionally, SMART transfers you back to the Special
Request page.

Table 23. Special Request Page — Special Item Link Expanded

Topic 3: Creating a Purchase Requisition for a Fixed Asset Item

e Your agency Asset Processor should communicate with you any time you
purchase an item that will become an asset

e Asset details are entered at the line level

e If you consider an item to be an asset, you must populate both the AM Unit field
and the Profile ID field. Both these fields must contain data for the information to
be passed through SMART into the Asset Management module. If only one of
these fields is populated, SMART will not consider the item an asset, and will not
pass the asset information onto the Asset Management module.

e The AM Unit number must match the PO Business Unit number displayed at the

header level

@ Walkthrough/Activity

We will now complete Activity 8: Create a Purchase Requisition for a Fixed Asset Item in
your Activity Guide.
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Topic 4: Creating a Purchase Requisition for a Project Item

e Your agency Project Manager should communicate with you any time you
purchase an item that is used for a project and/or grant that is setup in SMART
Project Costing

e To associate an item to a particular project, enter the project ChartFields at the
line level. These fields include Project Business Unit, Project ID, Activity, Source
Type, Category, and Subcategory

e To split a line’s Distribution (Chartfields) and/or Schedule information (such as
Ship To location), navigate to the Review and Submit page — Requisition Lines
(expanded). Use the ‘+’ button to add Distribution/Schedule information, or use

the ‘-~ button to remove Distribution/Schedule information as required.

@ Walkthrough/Activity

We will now complete an Activity 9: Create a Purchase Requisition for a Project Iltem in
your Activity Guide.

Rest of this page left intentionally blank. Please turn to the next page.
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Topic 5: Creating a Purchase Requisition using Prior Authorization
Request

¢ On occasion, items are needed that cannot go out for competitive bid due to
circumstances. Some examples might be an item that is only sold by one vendor
in the entire country, or an emergency situation during which failing to procure
the item immediately would be detrimental to the agency’s function. In these
circumstances, an agency must request prior authorization from the Division of

Purchases to procure an item outside of the bid process.

Purchase requisitions that require Prior Authorization:
e Purchase requisitions containing Prior Authorization lines should contain ONLY

Prior Authorization lines.

e Please do NOT add non-Prior Authorization lines/items to a purchase requisition
that contains Prior Authorization lines/items. Please create a new (separate)
purchase requisition for non-Prior Authorization lines/items.

¢ Please do NOT mix Prior Authorization types on a purchase requisition. Prior
Authorization types are entered at the HEADER level of a purchase requisition,
therefore only ONE type of Prior Authorization can be assigned to each purchase
requisition.

e If you need to use multiple Prior Authorization types when creating a purchase
requisition, please create multiple purchase requisitions - one purchase
requisition for EACH Prior Authorization type.

e For example: The State of Kansas will not approve a purchase requisition which

contains a line item that is a Prior Authorization type of OKP (Only Known
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Provider), and that contains a line item that is a Prior Authorization type of USE
(Purchase of Used Equipment) on the same purchase requisition. In this
example, the Requisitioner needs to create two (2) separate purchase
requisitions, the first using the Prior Authorization type of OKP, and the second

purchase requisition using the Prior Authorization type of USE.

@ Walkthrough/Activity

We will now complete Activity 10: Creating a Purchase Requisition That References a
Prior Authorization Request in your Activity Guide.

Topic 6: Using a Web Catalog to Create a Purchase Requisition

SMART contains the functionality to allow you to search certain vendor's online catalogs
SO you can add items to the requisition in SMART. Use the Web tab (Direct Connect)
while creating the requisition in SMART to gain access to the vendor's online catalog.
Once you have located the items you need in the vendor's catalog, SMART imports the
item information into the requisition. This topic uses the example of Staples Advantage
(Corporate Express) to order office supplies.

e Staples will send an email directly to the Requester when the purchase order is
received, and then another email when the item is shipped.

e The State of Kansas minimum order amount for a Staples order is $35.00 for
each Ship To Location.

e Extra delivery charges appear for various reasons, for example: Furniture with
setup required, special delivery services, or furniture non in stock, etc.

¢ You are able to modify a Ship To address or location on the purchase requisition
in SMART.
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e You cannot split one purchase requisition line into multiple ship to locations (for
Direct Connect/Web Catalog purchase requisitions).

e ltis important to know that Staples change their web catalog prices quarterly.

e For Staples (Direct Connect) purchase requisitions on which you want to add an
Attention name for delivery purposes, please add the name of the contact in the
Line Comments page for the requisition line.

e For Staples (Direct Connect) purchase requisitions that have multiple Ship To
locations, do NOT change the name in the Attention field. Changing the default
name in the Attention field may cause an issue with the Direct Connect interface

between the State of Kansas and Staples website.

@ Walkthrough/Activity

We will now complete a walkthrough using a UPK simulation: Creating Requisitions
Using the Web Catalog.

2. Add Items and Services - Web Tab
Use this page to access the Staples Advantage website for office supplies.

Page Name ' Navigation
Web Catalog eProcurement > Add Items and Services > Web Tab
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Catalog | Favorites | Templates | Services | Forms | Web | Special Request

Logo |Merchant Description
Staples Advantage Staples Advantage PunchOut Site

Direct Connect Dummy Link  Dummy Link for Direct Connect Supplier

Review and Submit

Figure 34. Web Catalog Page Expanded
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Web Tab - Staples Advantage Online Catalog
Use this page to order office supplies.

Page Name \ Navigation
Staples Advantage eProcurement > Add Items and Services > Web Tab >Staples
Online Catalog Advantage Link
ORACLE’
Home | Worklist | MultiChannel Console | Add to Favorites | _Sign out
= eProcurement ~ Home ' Support
[ Buyer Center @ Keyword () Item Number Cal‘t:?; 0
[- Manage ERP Integration w Crder £ NOT SAVED
I Bt
- Manage Requisitions —  Advantage
— Approve Requisitions . o
_ Receive lems Products Toner & Ink Shopping Lists
— Procurement Card Center A
— Reporis 7l
— Administer Procurement © News & Information
— My Profile ~
More CE Brands
— products are
SN scheduled to
There are no lines on this reguest. transition.
Please add new line in order to Learn More »
save this requisition. - =
Actions |B24
Total Lines 0 Ink & Toner Recycling L
. Clicking the Staples Advantage link opens the Staples Advantage online web catalog within
Total Amount (USD). 0 ; .
e - Geatu=doducts SMART. Use the vendor's online catalog to locate the items you need to order. Once you
2010 Dated Goods have completed choosing your items, SMART transfers the items to the requisition.
Breakroom Supplies
Clearance Note: This vendor requires that State of Kansas orders meet a minimum order total of
Environmental $35.00.
Facilities
Furmt_ure For this simulation, you need to order desks, highlighters and toner refill cartridges for your
Sustainable Earth
agency.
Technology
Featured Suppliers Press [Enter] to continue.
3M = ‘ A
Avery [ '
Hewlett Packard
HON
Lexmark
Post-it® Browse our
Seotch online catalogs.
Smead
Swingline
<
4. Done € rternet LRI

Figure 35. Staples Advantage Online Catalog
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Fields | Description

Keyword Use this field to enter search
criteria/keyword. The more specific the
criteria, the better the search results.

ltem Number Use this radio button to search by an item
number from the Staples catalog

Table 24. Staples Advantage Online Catalog Page Elements

Staples - Item Search Page

/"
KANSAS

Use this page to select the item(s) you wish to purchase.

@ Results for: "desk" Showing 1 to 25 of 2,141 items
Desks . .
Desk Staplers Corner Unit, Freestandm i )
Desk Trays Accommodaltes r:«10n|}0r. Combine a
Computer Workstations wiDesks, 65"%38"%30", Charcoal ty
Desk Pads R = $625.93/EA
Desk & Table Lamps Iceberg Enterprises - ICB94152
Student Desks
L Calendar Desk Pads ) [] Compas Add To List
- . Try It! Actions
Custom Filters Double Pe Enter th fity d
FOWTKAET NLer ine gquantity you nee
Core Products Only BRI ®  File Drawd to order into the Qty field.
Category = $629.20/ EA
HOMN - HOH is si i "3"
Business Cases & Accessories (2 ‘ FIUTE S TLE I, ELE <
Calendars & Organizers (217
Facility Maintenance (11 [] Comp S Add To List
Filing & Record Storage (17
General Supplies (€11 Left Pedes
Janitorial Supplies (2 Veneer, 72"Wx36"Dx29-1/2°H. Henna
Office Furniture (1052 — Cherry, 2 Bow1 File Drawer, Hanarails,
Paper, Pads & Rolls (2 ) ..F Lock
Pens, Markers, & Correction (22 5178346 | EA
Post-it®, Self Stick Motes & Flags (10 AN .
School Furniture (1g2 HON - HON92788L
School Supplies =
Tapes, Glues & Adhesives (2 Oc e W Add To List
Technology (15
M fact Mentor Double Pedestal Desk. Chrome
“WAEI S Leas & Handles, Hanagrails. Lock,
3M (20 e 50" Wx30"Dx29-1/2"H, Medium O ak/Putty Qty

Figure 36 Staples Advantage - Item Search Page
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Fields | Description

Qty Use this field to enter the quantity of the
item you wish to purchase

Add to Cart Use this button to select the item(s) for
purchase

Go To Cart Use this button to reivew your slelected
items and to finalize your Requisition

Table 25. Staples Advantage - Iltems Search Page Elements

Staples - Cart Page
Use this page to verify your item(s), quantity, and price and select your delivery service.

eProcurement A Home | Support C @ 5.670.5
- art $5,670.50
> Buyer Center @ Keyword () ltem Numbes lherms: a
[ Manage ERP Integration y

Order #:NOT SAVED
— Create Requisition I—I w —_—
[ Manage Requisitions | Advantage

- Approve Requisitic " :
B RECEWE neemg's' ons Products Toner & Ink Shopping Lists

I~ Brocurement Card Cenler To add an item to your Cart, enter a quantity in the Qty field and press Tab. Enter the lfem Number in the ltem Mo. field and press Tab. [More...
- Repors
I Administer Procurement ing Cart items
I My Profile v

equisition Summary

nere are no lines on this request.

S lable Backorder Unit Extended
ease add new ling in ordgeda
hve this requisition. f Ty it X Qty: Price: Price: Symbols: (Key) [Item Note:

$1783.46/EA 5535038

tal Lines: Use the Secure Checkout button to begin the check out process.
tal Amount (USD)-

Note: There is also a Check Out link at the bottom of the page
which you can use to perform the same function as the Secure
Checkout button located at the top of the page.

Click the Secure Checkout button.

@ With Premium
Service @

A furniture
representative will
contact you to
review your crder
and schedule
delivery and
installaticn.

O With

Scheduled
Delivery &

Figure 37. Staples Advantage - Cart Page
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Delivery Service Use these radio buttons to select between
Premium Service or Scheduled delivery if
available
Secure Checkout Use this button to begin the checkout

process. Note: There is also a Check
Out link at the bottom of the page, which
you can use to perform the same function
as the Secure Checkout button located at
the top of the page.

Table 26. Staples Advantage - Cart Page Elements

Staples - Confirm Order Page

Use the Confirm Order page to review the items before clicking the Confirm Order
button. Once you have reviewed all items on the Confirm Order page, click the Confirm
Order button. Clicking the Confirm Order button transfers the item information from the
vendor catalog to the purchase requisition in SMART, and returns you to the purchase
requisition in SMART.

Note: Estimated Tax will appear on the Confirm Order page. The Estimated Tax
amount will NOT transfer to the requisition in SMART.

Rest of this page left intentionally blank. Please turn to the next page.
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ITETE LAEETETT TG AN REPIATIE |
= eProcurement ~ Home | Support | capt $5,870.50
I Buyer Center @ Keyword () ltem Number ;ﬁ!;; 3
[» Manage ERP Integration w Order ‘._,:NOT SAVED
— Create Requisition I—I —
— Manaage Requisitions N Ad\-‘aﬂtage

- Approve Requisitions
- Receive ltems
— Procurement Card Center
— Reports
nister Procurement
My Profile

O
Requisition Summary =, Price:

Products Toner & Shopping Lists

Click the "Confirm Order” button to complete submission of your order
or click the "Back ta Previous Pa utton to edit your order

@ Back to Previous Page

|

There are no lines on this request. 92000 Series Wood Venser Left Pedestal Desk,
2 HONBS2TBELJS HONB2TESLJ T2"Wx28"Dx28-1/2°H, Henna Chemy - - $1,783.48/ EA 55,350.38
Please add new line in order to “This item is shipped directly from the Manufacturer
=save this requisition Hi-Liter Desk-Style Chisel Tip Highli F
2 AVEZ24000 AVE24000 Yellow, Dozen 2 o S§7.86/DZ 81590
View low-priced altematives
Total Lines: 0

Laser Toner Cartridge, TN-5000PF, Genuine Original. 2200
Page Yield, Bladk

=

1 BRTTNS5000FF BRTTNS000PF 1 o 534 30 /EA 33420

Total Amount (USD).

Sub Totsl

Clicking the Secure Checkout button brings you to the "Confirm Order" page. Premium Service TED
Total $5,670.50
Use the Confirm Order page to review the items before clicking the Confirm
Order button.

Sub Total 55,400.48
Note: Estimated Tax will appear on the Confirm Order page. The Estimated Estimated Tax  $270.02
Tax amount will NOT transfer to the requisition in SMART. Fremium Senice 5.00
Totsl 35.670.50
Press [Enter] to continue.

. vy
Disclaimer: We reserve the right to substitute with similar items of comparable quality. Occasionally item(s) displaying
immediate availability may become unavailable. We will automatically back order that itern and/or provide a similar
itern of comparable quality and ship the item as soon as it becomes available. If your order contains furniture items,
additional charges for delivery and installation are not reflected in the order total and may be added to this order atthe
time of processing.

Figure 38. Confirm Order Page
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Editing a Web Catalog Purchase Requisition — Quantity

Quantities cannot be changed after pulling items into a requisition from a vendor’s
website. To edit quantities on a web catalog requisition, you have two options:

1) Delete the requisition and start over, or

2) Delete the line, go back to the vendor’s website using the “Add Items and Services”
page, re-enter the item and correct quantity.

Editing a Web Catalog Purchase Requisition — Shipping Address

Staples do not ship items based on the purchase requisition Ship To information, they
ship items based on the purchase order Ship To information. The interface built
between the State of Kansas and Staples is set up to communicate twice: First we
access item information from the Staples Advantage web catalog, which populates into
the purchase requisition in SMART.

Second, once the purchase requisition has been through the approval workflow process
and the Auto Sourcing process successfully (to create the purchase order), the purchase
order is then transmitted electronically through the interface to Staples.

If you manually modify a Shipping (Ship To) address while creating a purchase
requisition in SMART, the State of Kansas best practice recommends that you include a
name for the new shipping location in the “Address 1” field.

For example: In this example, you are a Requisitioner for the Department of
Transportation who is shipping something to the Hyatt Place hotel. When entering the
purchase requisition in SMART, you need to modify the shipping address information by
entering the hotel name (you are shipping to) in the Address 1 line, and then enter the
actual street address information in the Address 2 line.
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Create Requisition

[l_.:lx 1. Defi isition Eb 2. Add ltems and Services 3. Review and Submit ]
Review the detalls of your requisition, make any nacessary changes, and submit it for approval
Business Unit: Department of Corrections
*Requester: POO1 Q Thomas Chen *Currency:
Requisition Name: Priority: Medium »
Card Number: ¥|  Expiration Date: Use Procurement Card
Requisition Lines
Line Description Vendor Name Quantity UOM Price
<0 1 fest 10000 Each 1.00000 1.00 [0
Consolidate with other Reqs Override Suggested Vendor
Shipping Line: 1 Due Date: 5 Quantity: 1.0000 Maintenance WO
Sinhis: Act “ShipTo:  MAIN Q I (=1 Modity Shipping Address |

Attention: | 1homas Chen

*Distribute by: (O ¥ Q

Cystomize | Fing | View 4 | il
T Asset htormstion

Dist Type V'loclodn—zu.nmy ] Percent EvAmounl[Gl. Unit |Entry Event |Account \
Open [ MANG | 10000 | 100.0000 100(00200 @ | @ [s3at100 Q [#] =]
[ Select All/ Deselect Al|

L Add to Favorites| 5 Add to Template(s)| -, Jodify Line / Shipping / Accounting | [ Delete |

Total Amount: 1.00 USD

Figure 39. 3. Review and Submit page — Modify Shipping Address Link

Rest of this page left intentionally blank. Please turn to the next page.
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Shipping Address
Line test Quantity Price
1 ftest 1.0000 Each 1.00000 USD
Sched Num  Ship To Quantity  Due Date Total
1 Main State 1.0000 1.00 USD
2
Country: lUSA|@  United States Prefix:
Address 1: |Hyatt Place || Postal SearchPhone: -
Address 2: |1234 Main St. ‘ Ext: |
r ] Fax: _
City: |Topeka
County: |Shawnee | Ppostal: §767671"2' i
State: K7870\ California
oK | cancel |  Load Default Shipping Address |

Figure 40. Shipping Address Page — Modified Shipping Address 1 field

If you do not enter the hotel name in the Address 1 line, the shipping address on the
purchase requisition (and the purchase order) might look something like this:

Department of Transportation (Staples will always put the location code name first in the
shipping address, regardless of whether the remaining address information has
changed),1234 Main St., Topeka, KS 66612

Instead of the correct address which should appear as: Department of Transportation,
Hyatt Place, 1234 Main St., Topeka KS 66612.
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Topic 7: Editing, Saving, and Submitting Requisitions
You may need to edit a requisition after it is created by adding line comments, changing
item quantities, and changing the distribution of items among departments. You can edit
a requisition before finalizing and submitting for approval.
e Several screens used to modify requisitions are accessed via the Review and
Submit requisitions page

e Editing requisitions can take place before or after saving

Manage Requisitions Page

Use the Manage Requisitions page to view a list of requisitions in various statuses,
after they have been saved. From this page, you can access other pages to review
requisition details and edit or cancel requisitions.

@ Walkthrough/Activity

We will now complete a walkthrough using a UPK simulation: Editing, Saving, and
Submitting Requisitions.

@ Walkthrough/Activity

We will now complete Activity 11: Editing, Saving, and Submitting Requisitions in your
Activity Guide

Page Name ' Navigation
Manage Requisitions | eProcurement > Manage Requisitions
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Manage Requisitions

57

To locate requisitions, edit the criteria below and click the Search button.

Business Unit: |00200 Q Requisition Name:

Requisition ID: &} Request Status: All but Complete |« Budget Status: A4
Date From: 09/25/2009 B Date To: 10/02/2009 B

Requester: &} Entered By: Q. POID: aQ

Search Clear

Toview the lifespan and line items for a requisition, click the Expand triangle icon: [+
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.

EeqlD Requisition Mame BU DCate Status Budget Total
I 0000000260 0000000260 00200  10/02/2009 Pending Mot 1.025.00UgD| =Select Action.. (v ﬂ
Chicd

Create Mew Requisition  Inguire Change Reguest Inguire Receipts Reguisition Report

Figure 41. Manage Requisitions Page

Fields Description

Request Status Use this dropdown to select from the
follwing Requisition Statuses: All But
Complete, Approved, Cancelled, Denied,
Open, PO(s) Created, PO(s) Dispatched,
Pending, Received, Service Complete,
Service Filled, or Service Sourced
Budget Status Use this dropdown to select one of the
following budget statuses for the
Requisition: Error, Not Chk’d, or Valid
Entered By Use this field to search for the person that
created the requisition

Participant Notes:
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Fields | Description

PO ID

Use this field to enter the PO ID
(purchase order number)

Select Action Dropdown

Use this dropdown to select from the
following action for requisition
management: Cancel Requisition, Copy
Requisition, Edit Requisition, or Budget
Check

Create New Requisition

Click this link to create a new requisition.

Inquire Change Request

The State of Kansas is not using this
functionality. Please do not use this link.

Inquire Receipts

Click this link to access the Receipts For

receipts

page where you can view and maintain

Requisition Report

The State of Kansas is not us
functionality. Please do not u

ing this
se this link.

Table 27. Manage Requisitions Page Elements

Lesson Review

In this lesson, you learned how to:

¢ Navigate within SMART to create purchase requisitions

e Locate and use items on the items master list for a purchase requisition

e Enter asset information and project information on a purchase requisition

e Use a Prior Authorization Request to create a purchase requisition

¢ Edit, save, and submit purchase requisitions

Participant Notes:
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Lesson 4: Managing Purchase Requisitions

Objectives

Upon completion of this lesson, you will be able to:
¢ View and understand purchase requisition statuses

e Manage purchase requisitions

@ Key Terms

Topic 1: Purchase Requisition Status

e Approved: The requisition is approved and can become a purchase order.

e Canceled: The requisition was entered and saved but was canceled. A canceled
requisition can be reopened within a certain number of days as specified for the
Purchasing business unit; otherwise, it is closed permanently.

o Complete: After the requisition is dispatched on a purchase order, the goods are
received and the vendor is paid. A background process identifies the requisition
status as Complete. Canceled requisitions are also identified as Complete.

¢ Denied: The requisition is denied in the approval process.

¢ Open: The requisition has been entered and saved but not yet submitted, or the
receipt has been entered and saved but might have errors.

e PO(s) Created: The requisition has been placed on a purchase order.

Participant Notes:
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e PO(s) Dispatched: The requisition has been placed on a purchase order, and
the purchase order has been dispatched to the vendor.

e Pending: The requisition has been submitted and is awaiting approval.

e Received: The requisition has been placed on a purchase order. The purchase
order has been dispatched to the vendor, and the goods have been partially or

fully received.

Topic 2: Manage Purchase Requisitions
¢ The SMART Manage Requisition feature provides you with the ability to review,
edit, approve, or cancel requisitions. After the requisition is auto sourced to a
purchase order, the goods are received and the vendor is paid. The requisition
status will changed to "Complete". Canceled requisitions are also identified as
"Complete".

Manage Requisitions - Requisitions Section Expanded

Click the Expand Section button to view the life span and line items for a requisition.
Stages in the requisition cycle that are complete or in progress are highlighted with
active links. You can click any link to view the detail of a stage.

Page Name ' Navigation
Requisitions Section eProcurement > Manage Requisitions > Expand Section
Expanded (Requisition)

Participant Notes:

As of March 9, 2010 Page 92 of 108 Final



SR

PO320: Processing Purchase Requisitions

Participant Guide KANSAS

Statewide Management, Accounting and Reporting Tool

G My

pULILIRELL LR

Toview the lifespan and line items for a requisition, click the Expand triangle icon: [+
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.

ReqID Requisition Marme BU Date Status Budget Total
¥ 0000000261 STTEST 00200  10/05/2002 Pending Error 45.00UsD| <Select Action.. v ﬂ

Requester: Ray Requester Entered By:  Kurt Hafner Priority: Medium

Request Lifespan:
=l
o=l ¥

E v
e Purchazse Change f .
Requisition Approvals Inventory T Request Receiving Returns Invoice Payment

Line Information

Line Descrigﬂon Status Price Curr Quanﬂ!}.{ UOM Vendor
1 AC Bananas Pending Approval 9.00000 USD 50000 EA  DuZLightyear
Toy Supply
I DOODOO0ZED 0000000260 00200  10/02/2008 Pending  Valid 1,025.00USD| *SelectAction.. ﬂ

Figure 42. Requisitions Section Expanded

Requisition Details Page

Use this page to view details about individual requisitions. The PO Information header
bar appears only if a purchase order was created for the requisition.

Page Name Navigation

Requisitions Details eProcurement > Manage Requisitions > Requisition ID Link

Participant Notes:
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Requisition Details

STTEST 0000000261 0ozo0 10/05/2008  Pending 45.00
1 AC Bananas Mot Sourced M 5.0000 Each 9.00000 USD Pending 4500

Show Distribution Information

Line Number Schedule Number Distrib Line Exception Description
1 1 1 Errorin Budget Check
Edit Requisition

Return to Manage Requisitions Requisition Schedule and Distribution

Figure 43. Requisition Details Page

Fields Description

Item Description Use this link to view an item's description.
You can also access the item's detail
document.

Source Status Use this field to view the stage of the

requisition line in the sourcing process.
Values include: Not Sourced, the
requisition line has not been sourced;
Available, the requisition line has not yet
been placed on a PO; In Process, a
sourcing process is running on this
requisition line, or there is an error in
creating a PO; Sourcing Complete, the
requisition line has been sourced to a PO

Table 28. Requisition Details Page Elements

Participant Notes:
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Requisition Schedule and Distribution Page
Use this page to view line details, schedules, and distribution information.

Page Name EVER
Requisitions Schedule | eProcurement > Manage Requisitions > Requisition ID Link >
and Distribution Requisition Detail Page > Requisitions Schedule and

Distribution Link

Requisition Schedule and Distribution

Business Unit: 17300 Requisition ID: 0000000170  Total Amount: 3,199.95 uso
Requester: FMSKHAFMNER Req Name: (0000000170 Status: Open Date: 03/05/2010

Line: 1 Computer Quantity: 40000 UOM: EA Price: 799.99000 uso

Sched: 1 ShipTo: 034TOP Due: Attention: Kurt Hafner
Quantity: 4.0000 Price: 79999000 Amount: 3199.96 usD

‘f Details Y More Detailz Y More Details 2 Y Azzet Information \\‘

glsl }S.Iz?nr:.- _?;Ete Location Req Qty Amount  Percent GL Unit Entry Event Dept Fund Bud Unit Program Account  PC Bus Unit Project
1 Open 694001 4.0000  3,199.96 100.0000 17300 1730101010 1000 0210 01031 110100

Figure 44. Requisition Schedule Distribution Page

Fields Description

Line Section This section contains all lines on a
requisition. To view the item's
description, click the item name.
Schedule This section displays shipping information
for the item, such as where the Ship To
location, Due Date, price per item, and
total amount.

Distribution Section This section displays the ChartField
(distribution) information for the item

Participant Notes:
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Fields | Description
Dist # This section displays the number the

system assigns to this distribution.
SMART uses this numbering to
distinguish between multiple distributions
for a single requisition line.

Distribution Type This displays the method by which the
system allocates or charges an expense
account distribution. Values include:
Amt, the sum of all distribution amounts
must equal the schedule amount
(merchandise amount); Qty, the sum of
all distribution quantities must equal the
schedule quantity.

Table 29. Requisition Schedule Distribution Page Elements

{ Details ' More Detais | More Details 2 | Asset information |

Dist Short  Dist
# Name Type

1 Open 594001 4.0000 3,199.96 100.0000 17300 1730101010 1000 0210 01031 110100

Location ReqQty Amount  Percent GL Unit Entry Event Dept Fund Bud Unit Program Account  PC Bus Unit Project

Figure 45. Requisition Schedule Distribution Page_Details Tab

Note: The State of Kansas is not using the More Details or the More Details 2 tabs

f Detailz \f' More Detailz \,'/ Mare Detailz 2 \:f/ Asset Information \'\

Asset

Mgmt Bus. Profile ID CAP# Sequence Tag Number EmpliD Capitalize ?5;;
Unit
17300 540300 12345ABC

Figure 46. Requisition Schedule Distribution Page_Asset Information Tab

Participant Notes:

As of March 9, 2010 Page 96 of 108 Final



PO320: Processing Purchase Requisitions

Participan i Py
SmHHT articipant Guide KA
Statewide Management, Accounting and Reporting Tool

I\ (0S8 A YRS 000 5 SRR |IIHJ'H 1 II\

@ Walkthrough/Activity

We will now complete a walkthrough using a UPK simulation: Managing Requisitions.

Lesson Review

In this lesson, you learned:
e Purchase requisition statuses and the definition of each status

e How to navigate in SMART to locate purchase requisition information

e The processes associated with managing purchase requisitions in SMART

@ Walkthrough/Activity

You will now complete Activity 12: Using the Manage Requisitions Page in SMART.

Rest of this page left intentionally blank. Please turn to the next page.

Participant Notes:

As of March 9, 2010 Page 97 of 108 Final



PO320: Processing Purchase Requisitions

Participan i Py
SmHHT articipant Guide KA
Statewide Management, Accounting and Reporting Tool

I\ (0S8 A YRS 000 5 SRR |IIHJ'H 1 II\

Lesson 5: Item Selection Methods

Objectives

Upon completion of this lesson, you will be able to:
e Locate, select and save favorite items

e Create and use personal templates
e Create, edit and cancel special requests for goods

e Create, edit and cancel special requests for services

Topic 1: Favorite Items

e Favorites are frequently ordered items that you can maintain in a single location.
You can create a list of frequently ordered (favorite) items and use the list to add
items to a requisition without searching the item catalog.

e The list of favorite items that you create is based on the Requester’s user ID. It
is not specific to the Requisitioner’s user ID.

e Sharing of favorite items varies across agencies (Business Units).

e |f an agency (Business Unit) allows a Requisitioner to create requisitions on
behalf of multiple Requesters, that Requisitioner will have access to multiple
Favorite Items.

e |f an agency (Business Unit) limits a Requisitioner access to only himself/herself
as a Requester, then his/her favorite items will not be shared (the Requisitioner’s
favorite items will not be able to be used by any other Requisitioners).

¢ Adding items to favorites can be done on several pages when creating a

requisition

Participant Notes:
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2. Add Items and Services - Favorites Tab

When you select and add an item to Favorites, SMART provides a Confirmation
message prompt in a new window. Click the Close button to close the Confirmation
message window.

IS https:fftrn’.smart.ks.gow/psc/FNTRN1_newwin.. . E@@

& | https: [ftrn1 . smart ks.gov/psc/FUTRM1_1/EMPLOYEE/ERP/s/WEBLIE % ﬁ
Confirmation
The following item(s) were added to your favorites:
Wark Gloves
[JDo not show this message again
Close
& Internet H100% -

Figure 47. 2. Add Favorite Items Confirmation Message

Use the Favorites tab page to view and select items you have designated as favorites.

Page Name ' Navigation
Favorites Tab eProcurement > Add Items and Services > Favorites Tab

Participant Notes:
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Create Requisition
F 1. Define Requisition Eh; 2. Add ltems and Services \& 3. Review and Submit ‘
Add lines to the requisition, specifying the information necessary to procure each item or service.
Search: | ) Search
Catalog | Favorites | Templates [ Forms [ Web | Special Request

Group Name Description
O~ & Ungrouped Items
Customize | Find | i First El 10of1 El Last
uom Quantity

Type Description Vendor Status Price | Curr
Kevin General e 1439000 USD  EA 10000 EbAdd

7 EZ  work Gloves —

[ Select All/ Deselect All
L B Add | Madd to Favorites Group[s}| [l Delete from Favorites | [78] Add to Template(s)

Eeview and Submit

Figure 48. 2. Add Items and Services_Favorites Tab

@ Walkthrough/Activity

We will now complete Activity 13: Favorite Items, and Activity 14: Using a Favorite Item
in your Activity Guide.

Participant Notes:
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Topic 2: Personal Templates

o Personal Templates are a way to group items that are often ordered together.
Personal templates enable you to quickly create requisitions for frequently
ordered items.

e Personal templates are based on the Requester’s user ID. They are not user
specific to the Requisitioner’s user ID.

e Sharing of personal templates varies across agencies (Business Units)

¢ If an agency (Business Unit) allows a Requisitioner to create requisitions on
behalf of multiple Requesters, that Requisitioner will have access to multiple
personal templates.

e If an agency (Business Unit) limits a Requisitioner access to only himself/herself
as a Requester, then his/her personal templates will not be shared (the
Requisitioner’s personal templates will not be able to be used by any other
Requisitioners).

¢ When using an existing personal template: Click the Expand Section button to
view the items and quantities contained within the template. The Quantity field
designates the number of templates you want to order (not the total number of
items you want to order). For example: If your template contains 3 chairs, and
you enter a quantity of ‘3’ into the Quantity field, a total of 9 items will appear on
the 3. Review and Submit page. (3 chairs x 3 templates = total of 9 items)

e To use an existing personal template, click the Expand section button for the
desired template, enter the quantity into the Quantity field, and then click the
Add button. Clicking the Add button adds the items to the 3. Review and
Submit page.

Participant Notes:
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Add Selected Iltems to Template(s) Page
Use this page to create a personal template.

Page Name Navigation

Add Selected Items to | eProcurement > 3. Review and Submit > Select the Line
Template(s) Page selection Checkbox(es) > Click the Add to Template(s) button

Add Selected Items to Template(s)

You have no Personal Template(s).

Template Name:

Description:

OK Cancel

Figure 49. Add Selected Items to Template(s) Page

Participant Notes:
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Page Name ' Navigation
Templates Add Items or Services > Templates > Expand Section button

Create Requisition
|E‘ 1. Define Requisition Eh; 2. Add Items and Services \& 3. Review and Submit ‘

Add lines to the requisition, specifying the information necessary to procure each item or service.

Search: | | Search

Templates | Forms | Web | Special Request

1.0000 EfAdd
Template ltems Customize | Find | view 41| B First [1] 4 op 1 [*] Last

Price | Curr
1 Work Gloves Kevin General Store Active 11.0000 Each

" Work Gloves - 11 pairs

14.29000 USD

Review and Submit

Figure 50. 2. Add Items and Services_Templates Tab_Use Existing Personal Template

@ Walkthrough/Activity

We will now complete Activity 15: Personal Templates, and Activity 16: Using a Personal
Template in your Activity Guide.

Participant Notes:
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Topic 3: Special Request for Services
Special request for services: You can create a special request for services in

SMART. Services include tasks that are performed by outside agents. For

example, package delivery, temporary help, or repair work.

Special Request - Variable Cost Service Page
Use this page to service that is based on the number of hours of work.

Page Name ENER
Variable Cost Service | Add Items or Services > Special Request > Variable Cost
Page Service Link
Create Requisition
F 1. Define Requisition E‘; 2. Add Items and Services \& 3. Review and Submit
Add lines to the reguisition, specifying the information necessary to procure each itern or service.
Search: | Q Search
: : Special Reguest
Vanable Cost Service
*Service Description:
*# of Units of Work: *Unit of Work: Q
*Rate: *Currency Code:
“Category: Q
Vendor ID: Q Suggest Mew Vendor
Quote Number: Quote Date: B
Beginning Date: H Date of Completion: ]
Additional Information
[[] send to Vendor [[] show at Receipt [[] show at Voucher
Add Senice | Cancel | Add or Start New Type |

Figure 51. Variable Cost Service Page
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Service Description Use this field to specify details about the
service that you are requesting.

# of Units of Work Use this field to enter the time that is
needed to complete the service, based on
the unit of work. For example, 2 hours or 6
days.

Unit of Work Use this field to enter the number of
measured time-based units of work
needed for the service.

Rate Use this field to specify the unit price for
this service, based on the unit of work.

Category When creating a Special Request in

SMART, you MUST populate a Category
code. Use the Category field to enter the
Category code number for the item(s) you
are requisitioning. Note: Category codes
are mapped to Account Chartfield codes in
SMART. If you do not know the Category
code, click the LookUp button to view and
select from a list of available options.
Vendor ID When creating a Special Request in
SMART, you need to populate a Vendor
ID. If you do not know the Vendor ID
number, click the LookUp button to view
and select from a list of available options.
Note: Vendor ID’s are maintained by
Central. If you cannot locate the Vendor
ID, please add the Vendor information to
the Additional Information text field and
leave the Vendor ID field empty (blank).

Quote Number Use this field to enter the quote number
given to you by the Vendor

Beginning Date Use this field to enter the beginning date of
service

Participant Notes:
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Fields Description

Date of Completion

service

Use this field to enter the ending date of

Additional Comments

Use this field to enter any additional
comments for the special request

Table 30. Variable Cost Service Page Elements

Special Request - Fixed Cost Service Page

Use this page to request a fixed-cost service. This is a service with a fixed fee and is not
part of the standard item catalog.

Page Name ' Navigation

Fixed Cost Service

Expanded Service Link

Add Items and Services > Special Request Tab > Fixed Cost

Special Request
Fixed Cost Service

* Service Description:

*Value of Service: * Currency:

* Category: Q
Vendor ID: S8 Suggest Mew Vendaor
Start Date: B End Date: e
Quote Number: Quote Date: e

Additional Information

[] send to Vendor [] show at Receipt [[] Show at Voucher

Add Service | Cancel | Add or Start New Type |

Figure 52. Fixed Cost Service Expanded Page
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Fields Description
Value of Service Use this field to enter the cost of this

service. This amount is saved on the
requisition line with the quantity 1 and the
unit of measure Each.

Category When creating a Special Request in
SMART, you MUST populate a Category
code. Use the Category field to enter the
Category code number for the item(s) you
are requisitioning. Note: Category codes
are mapped to Account Chartfield codes in
SMART. If you do not know the Category
code, click the LookUp button to view and
select from a list of available options.
Vendor ID When creating a Special Request in
SMART, you need to populate a Vendor
ID. If you do not know the Vendor ID
number, click the LookUp button to view
and select from a list of available options.
Note: Vendor ID’s are maintained by
Central. If you cannot locate the Vendor
ID, please add the Vendor information to
the Additional Information text field and
leave the Vendor ID field empty (blank).

Table 31. Fixed Cost Service Page Elements

@ Walkthrough/Activity

You will now complete Activity 17: Create a Special Request for a Fixed Cost Service in
your Activity Guide.
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Lesson Review

In this lesson, you learned:
e How to locate, select and save favorite items in SMART

e Create personal templates, and create requisitions using personal templates

¢ How to create, edit and cancel special requests for services

@ Walkthrough/Activity

You will now complete Activity 18: Processing Purchase Requisitions in SMART in your
Activity Guide.

Rest of this page left intentionally blank.
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